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NAVFAC INSTRUCTION 7320.3B - CHANGE -1 

From: Commander, Naval Facilities Engineering Command 

Subj: MANAGEMENT OF PROPERTY 

Ref: (a) UNDSECDEF memo of 28 May 1996 
(b) ASSTSECNAV (FM&C) memo of 18 June 1996 

Encl: (1) Revised pages II-2,3,4, 5, and 6 

1. To provide Command policy and procedures for the management of minor property Purpose. 
accountability with regard to the dollar threshold promulgated by references (a) and (b), and to 
clar@ responsibility for property pass management. 

2. Backmound. 

(a) References (a) and (b) raised minor property accountability dollar thresholds fi-om the 
previous level of $300 to a revised level equal to the upper threshold of the micro-purchase 
threshold (currently $2,500). References (a) and (b) also state that “DOD Components may 

’ maintain property control records in property management systems for ‘pilferable’ material 
costing less than the micro-purchase threshold.” 

(b) Management and level of responsibility for property passes were not previously addressed. 

(c) The term Federal Information Processing (FIP), as defined by the Federal Information 
Resources Management Regulation (FIRMR), was abolished by the implementation of the 
Information Technology Management Reform Act (ITMRA) of 1996. The term Information 
Technology (IT) replaces the term FIP. 

3. Action. Addressees shall replace pages II-2,3,4, 5, and 6 with enclosure (1). 

R. L. MOELLER 
Vice Commander 

Distribution: (Next Page) 

Printed on recycled paper 
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1. Title Number Date 
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Cover letter 
Page 11-2, Replacement Page 
Page h-3, Replacement Page 
Page 11-4, Replacement Page 
Page h-5, Replacement Page 
Page II-6 Replacement Page 

3. Explanation 

Attached Cover Letter in front of Page i 

Remove 
Pages II-2 through II-6 

Replace With 
Attached new pages II-2 through II-6 

4. Distribution 

(2 copies each) 
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FKN2 
FKN7 
FKN13 
FA46 
FF74 
FTI 04 
FB54 

Stocked: 
NAVFACENGCOM HQ (Code 915) 
200 Stovall Street, Alexandria VA 22332-2300 
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SECTION II - DEFINITIONS AND TERMS 

The definitions and terms pertinent to this instruction include guidance and policy. 

ACCOUNTABILITY. All personnel (military and civilian) are accountable for the safekeeping of 
government-owned leased or borrowed property that is provided for his/her use. Personnel will be held 
accountable for negligence regarding damage or loss of property provided for their use. 

ACCOUNTABLE PROPERTY. Accountable property is Navy-owned personnel property acquired for use at 
any Navy Activity to support the Activity’s mission or functions. Accountable property does not include “materiaI 
or supplies” that are normally consmned or expended in their use. Accountable property may be acquired by direct 
(internal funds) or indirect (sponsor/customer funds) purchase, salvage, transfer from another DOD activity or 
disposal facility, donation, or it may be gained “found” in an inventory (special or triennial) or 
developed/manufactured by government employees. All accountable property is to be tagged with a Government 
ID Tag number regardless of the method of acquisition or previous accounting determinations. All accountable 
property will also be recorded in the using Activity’s plant property or minor property database as appropriate. 

AUTOMATIC DATA PROCESSING EQUIPMENT (ADPE). (See Information Technology (IT) and R 
Federal Information Processing (FIP) Resources.) 

BAR CODE. A label that is affixed to accountable property and shows NAVFAC/activity ownership, a unique 
identifying number, and code which can be read by bar code scanning equipment. 

COMMUNICATION EQUIPMENT. (See Information Technology (IT) and Federal Information Processing 
(FIP) Resources.) 

CUSTODIAN. Property custodians are the individuals designated by the Property Responsible Ollicer (PRO) 
to provide internal assistance (within the code or department) in the day-today management of property assigned 
to the code/department. The custodians do not relieve the PRO of the overall responsibility and accountability for 
property assigned to the code/department. 

END USERS. Individual employees within the Command who have specific property assigned to them for 
their use in performing their job are end users. 

EXCESS PROPERTY. Excess property is that property assigned to the code/department that is no longer 
needed or in use. Requests for disposition of excess property will be made in writing to the Property 
Administrator. All excess ADP equipment requiring repair will be processed through the ADP division to ensure 
excess reports and other management requirements are in accordance with Department of Defense policy and 
regulations (DOD 7950.1M, DOD 4160.21M and NAVCOMPT Manual). All excess accountable property must be 
released by the PRO/Custodian when physically moved out of the code/department to another code/department or 
building. 

EXPENDABLE PROPERTY. Expendable property is that property which is consumed in the performance of 
the agency function, or is incorporated into an end item. Typically, expendable property includes items considered 
to be supplies and material which will be consumed in their normal use. Items considered components to other 
property items, such as computer memory boards, internal disk drives, memory upgrades, etc., will be accountable 
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INTERNAL (MANAGEMENT) CONTROLS. Internal controls include, but are not limited to, 
identitication, physical inventory, maintenance of records, physical security, management reports, care, and 
custody control of minor property. Specitic internal controls established for the management of minor property are 
mandated by NAVCOMPT Manual, Volume 3, Chapter 6, Part D. 

MINOR PROPERTY. Minor property is detked as Navy-owned personal property acquired for immediate R 
use and having a unit cost of less than the investment/expense funding threshold used by Congress for 
appropriating funds; and those personal property items having an acquisition cost/value equal to or greater than the 
micro-purchase threshold (currently $2,500.). In addition, for all NAVFACENGCOM Activities, minor property 
accountabiity databases will include all Federal Information Processing (FIP) resources and other pilferable items 
(including, but not limited to: all computer and peripheral equipment, sottware, cellular phones, fax machines, 
photographic equipment, audio-visual equipment and typewriters) costing between $100 and the micro-purchase 
threshold. 
Furniture and fixtures costing less than the micro-purchase threshold (currently $2,500) may be removed from 
minor property databases; however, to maintain accountability, deleted records will be archived. 

MODEM. (See Information Technology (IT) and Federal Information Processing (FIP) Resources.) R 

NON-ACCOUNTABLE PROPERTY. Government property expendable or nonexpendable, which by 
definition should not be made accountable by identifying number but, as government property, should be 
safeguarded by whatever method deemed necessary and reasonable. 

NON-ACCOUNTABLE TAGS. Generally a 3/4” x 2-W’ white tag with blue lettering imprinted “U.S. Navy 
Property, (name of activitv).” The purpose of the tag is to indicate government-owned property not accountable in 
the property accounting database but will act as a deterrent to theft. 

NON-EXPENDABLE PROPERTY. All plant equipment and all minor property ate non-expendable 
property. Non-expendable property is an item of personal property that retains its identity throughout its useful life 
and has a dollar value high enough to warrant maintenance of item accountability. 

PERH%ERAL EQUIPMENT. (See Information Technology (IT) and Federal Information Processing (FIP) 
Resources) 

R 

PERSONAL COMPUTERS (PCs). (See Information Technology (IT) and Federal Information Processing R 
(FIP) Resources) 

PERSONAL PROPERTY. Personal property is all property other than real property (land) or building 
service equipment. (Note: Personal property by government definition is not privately/employee-owned property.) 

PHYSICAL INVENTORY. A physical inventory is the actual sighting of all plant and minor property by 
personnel independent of the responsible property officer or property administrator accountable for individual 
items or records. NAVCOMPT Mamtal requires, as a minimum, a triennial inventory of plant property and 
encourages activities to conduct the minor property inventory concurrently with the triennial inventory. (Note: 
NAVFACENGCOM strongly recommends that an annual inventory be conducted by the Property Responsible 
Officer and reconciled with the Property Administrator’s records.) 
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SURVEY, MISSING, LOST, STOLEN, OR RECOVERED (MISR). SECNAV Instruction 5500.4G 
prescribes specific policy and procedures for reporting MLSR government property to proper authority within the 
Department of the Navy. SECNAVINST 5500.40, “Reporting of Missing, Lost, Stolen, or Recovered (MLSR) 
Government Property” dated 24 June 1993, is provided in Section VIII of this NAVFACENGCOM instruction. 

SYSTEMS FURNITURE. Furniture which is characterized by inter-connecting panels that can have self- R 
contained power and telecommunications. The panels also have work surfaces, shelves, files, keyboard holders, 
etc., attached. The idea of systems furniture is to provide more efficient utilization of space. Systems furniture 
does not have to be recorded in minor property accountability databases. 

TELEPHONES. Telephones, facsimile machines, copiers, and other like equipment purchased become R 
accountable property and must be included in the property inventory database. (See Information Technology (IT) 
and Federal Information Processing (FIP) Resources.) 

VISUAL INFORMATION EQUIPMENT. (aka Audio Visual Equipment) All visual information equipment 
is approved through the Major Claimant for visual information management oflice. Headquarters, 
NAVFACENGCOM is the major claimant for subordinate commands to NAVFACENGCOM. (See Navy Visual 
Information Management and Operations Manual (OPNAVINST 5290.1A) for the definition of visual information 
equipment. 
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